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MEMORAKDUM FOR: Al Records Offi'cers

1) TR0 Deagtruction and Retentlon of C5 nformmtion

1. As a Records Officer of the Clandestine Services, you are
entrusted with responsibilities which can be fulfilled only b;' the:
exercise of judgment and the full utilization of your experiende inp
building and meintnining our records. You are alsc expected to super-
vise the work of others within your component whenever they are engaged’
in matters bearing upon our records, and to make corrections as ne«jaaaary.

2. It ia especially important that you bring mature Judgment. and.
professional experience to bear upon the destruction of documerts.. A
recent survey of the destruction progra.m has brougbt 40 light' a8 nmt,ber v

charge of our duties , O for the. sou.ud conduet of opmt‘iimu, nis
colleagues are apt to question his maturity, Judgment, or- cmiemim-
neso.

3. Following the recent survey, “the Records Gomittee cmiﬁmﬂs&
suspending the destruction of all index cards snd ocumente.’ Sueh 8
step, however, might cause us to revert to our earlier lack of disez*i.m-
ination: the retentipn of almost all documents and the carding of
almost all names. In the past, this practice damaged our effort to
establish and meintain an efficlent central index and a repository of
readily retrievable and meeningful documents. We therefore decided
against suspension of our destructiop procedures. Neither automstic
carding and filing, nor sutomatic destruction is mccepteble; ounly a
Judicious exercise of the informed Judgment of Records Officers and
others working with records will insure & proper balance.

4. A short caurse in C8 rccords, mm&atory !‘or all Record.n Oﬁ’twa,
is being organized. A short guide f.ar Records Offiearl, q.t*bacm tosthie
memorandum, summarizes points presented in the course in greater detall.
You should supplement iis use by comnsultation with other records experts:
to resclve doubts or to obtain more detalled guidance.

5. A C3S Records Review Oroup (CSRRG) has recently ‘been created: .
urder the Jurisdiction of the Records Committee. Its primary function
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is to take a serond look at actions initiated or authorized by Emmrda
Officers regarding the destruction or retention of CB information. By
sampling apd other techniques this group provides an sdditionsl eafegusrd
sgainet the inclusion of the irrelevant and the destruction of the si.g-»
nificent,; without in any way relieving the Reaords Oft‘ic&r or""h;la L
responsibility in the exetcise of good mnwat. L _
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